HIDALGO COUNTY TAX OFFICE

Will serve as the liaison betwéén the Elected ch:)\:;‘fidal’s office and the software provider
- for the office

Performs all other related duties involved in the operation of the business as assigned
or required '

GENERAL QUALIFICATION GUIDELINES

Experience and Education
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Minimum of seven (7) years of experience in office administration with minimum four (4)
-year-of.supervisory_experience — e

zand

: Must have knowledge of corﬁputérs Ki‘a’nd:"s'pré'adshi—fége’clsw
Must have previous supervisory experience
General knowledge of city, county, and state government is required
Ability to assist the public in person or by telephone
Must have good writing and communication skills

Must be well orgamzed
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~Ability_to_work_well_with _others _including_vendors,..department._employees,.elected
- officials, and departments heads

Maintain phySIcal condmons appropriate to the
. responsibilities, ‘WhICh may moﬁ]de the following:

* sitting for extended. perlods of'tl
» operating assxgned eqUIp" 5

Maintain mental capacity Wthh perm‘{iisit’;

» making sound decisions and using good judgment
» demonstrating intellectual capabilities '

Effectively handle a work environment and conditions which involve:

« working closely with others
» working in a multi-task environment

Malntaln effectlve audlo VISLIal dlscnmmatlon and peroeptlon needed for:
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* making observations
oot reading.and.writing . R R
« operating assigned equ;pment '
. commumcat!on w1th.other «« ; 5 S
- gCident Préve

e
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HIDALGO COUNTY

IVIANAGER TAX COLLECTION SECTION

ifig\etablished
and‘ eva!uatlng

f-ftlme cards and processes};tr
Risk Management when accidents,
) iv/

Coordrnates computer workloa with” othe -supervrsors~ “in order to flnsure that all
deadlrnes and’ requrred computer generated reports,are accurate and completed timely

the year

Responsible for keeping track of supplies‘and ordering supplies when needed
Maintaine budget reports and payroll reports

Assists with the effective rate calculations, publications, and filings of county and state
required reports

Keeps track of title companies remote users access fees

Reviews and answers correspondence, composes letters and office forms
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Oversees that state, county, and other entity reports are being prepared and transmitted
timely_

A
&
tor perform cQ

2
£

ust be able

Ensﬂres that' ofﬂc
é-“:;;;’
Mayiperform other du

: Cross:t tramlng “x\,
; v

Four (4) years of experlence i off e
(1) year of supervisory experience

Experience in government environment

Graduation from an accredited four (4) year college or university in accounting,
business administration, public administration or other related field.

Two (2) years of related experience may be substituted for one (1) year of the required
education with a maximum substitution of two years.
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Must provide letter of recommendation from previous employer and copies of diplomas
._andﬁcertlflcates _of achievements._._. B — -

Ablhty ‘to*ap
: wnften oral, or dlagr
P )

féAbmty to deal “WIth<
SItuatlens :

e a epjesen
an employee to successfully pen‘orm’the essenfl

ey 4

' While performing the duties of this job, the employee is regularly required to talk or
hear. The employee frequently is required to stand. The employee is occasionally
required to walk; sit; use hands to find, handle, or feel objects, tools or controls; reach
with hands and arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision
abilities required by this job include close vision, depth perception, and the ability to
adjust focus. '

WORK ENVIRONMENT
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.J.he work_environment.characteristics_described_here_are_representative_of those_an.__

. employee encounter while performmgvth(e essential functlons of this job.
! i {“ E'! [

A,

§ Mamtam phys alpco

r?dmons approprlate to the performance of

. making“"qﬂbser_y__é"tioﬁ
I . reqwred to follow the Hldalgek
: departrénent’s safety, egulatlong,“
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HIDALGO COUNTY TAX OFFICE

MANAGER, MOTOR:

)VEHICLE‘ L.ICENSE SECTION .

Sees that the public is well treated at alltimes

Sees that all reports on the following are made on time: Auto Registrations, Liguor and
Beer, Cash Variance, reports and other miscellaneous reports like commission on soft
drinks and vending machines. Liquor permits to be checked with employee responsible
that all permit renewals are handled in time for payment

Sees that supplies are on hand at all times

Sees that the budgeted monies are not overspent
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Prepares the hew budget

Sees that equipment mventory is up to date

87 &y

pertinent mformaflon ‘req red_ “fonset fhewhearmgk
- applicant to' follow procedures

}

they are responsible, fofrea,

VEAE

. GENERAL QUALIFICATION GUIDELINES ™

Experience and Education-

Graduation from a high school or equivalent (GED) with courses in typing, plus a
minimum of one (1) year of responsible clerical work experience, preferably with a
governmental entity

Any equivalent combination of experience and training which provides the required
knowledge, skills and abilities
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BBA Degree from a four (4) year accredited College or University in Accounting

Blhngual (Spanlsh and Englrsh) wrth abmty to converse ﬂuently in both Ianguagesm o

i

- iof personal

d Vand fjles and to., organlze
elmesf N

jAbrlrty to read and lnterpret ‘doc rr]ents rreferenoe manuals, safety rules,
- operating and maintenance instructions and procedural manuals

Ability to write routine reports and correspondence

Ability to add, subtract, multiply and divide all units of measures, using whole numbers,
common fraotlons and decimals-

Ability to compute rate, ratio and percent to draw and interpret bar graphs

Ability to apply commonsense understanding to carry out instructions furnished
wrrtten oral or dragram form

2014 Page 3
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Ability to deal with problems involving several concrete variables in standardized

_situations _ e e

|

' PHYSICAL DEMANDS:

\ 5 - S
- While perform 19 the dut;es of thls job, the employee« is_regularly
ghear Thé" mployee frequeptl“"“‘:i i ; )

haracterlstlcs described here are repre'
2

hllei" erformmg the essent[al functlons 0

- Effectively handle a work environment and conditions which involve:

» working closely with others
» working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
* making observations

* reading and writing
. operatmg aSSIgned equ:pment
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ith others
required.to_follow.the Hidalgo-County. Accident Prevention Plan.and. .. .. .

ion w
department’s safety regulat

t

* communica
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HIDALGO COUNTY

MANAGER, TAXASSESSING SECTION
i = 7

st AT S
J"lu-

Performs a“wvarfety “of Eirooedures for which. gu1del|ne exns

RN
=22 ‘l s

attends tramglng cousses,
all :Bo"ard o)

c . .»or lIIness occur Travels, to
meetlngs when reqt.ured..“ I\/Iust co ply

\

workload with. other supervxsorS'

i
R i«d s
C ’rrjputer generated reports are acou

etters and offlce forms . Performs
organlzmg, plannmg, sortmg and

Deals with the public and helps employées 'so' proolems with taxpayers in person or
by telephone, conveys messages and make telephone calls

Works closely with internal and external auditors, school and city personnel and
delinquent tax attorneys

Must be flexible and available if assigned to perform other department duties for cross
training

Must have good judgment, be oourteods, cooperative, maintain a good attendance
record and be properly dressed for the job
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Must be able to perform consistently and effectively under extreme pressure

A

mbina fon of expenence and tralnmg thl‘v
ind/abilifies S §

‘1¢. gakk
Must have a clirrents vglld Te(
(,Flr ‘<4

Must be abié

maintenance instructions and p'roced'ure T

Y KL/

Ability to write routine reports and correspondence

Ability to speak effectively before groups of employees of departments

Ability to add, subtract, multiply, and divide in all units of measure using whole numbers,
common fractions, and decimals

Ability to compute rates, ratios, and percents to draw and interpret bar graphs
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Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form

Ability to deal with problem
situations

)

While pegformmg;

requ;redj’go fwalk,iﬁs
' f\ h nds;and a

oasmnally ||ft and/or move oven,

Vi fﬁlSJjob molude close wsuon “depth peYro
.{Q o j '\ ,“ i

empLoyee enoounter w il

P
{5
&

SAFETY REQUIREMENTS.S N

Maintain mental capacity which permits:

» making sound decisions and using good judgment
« demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

 working closely with others
 working in a multi-task environment
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tion and perception needed for:
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HIDALGO COUNTY

ACC}OL‘JNf‘sgﬁéPoRfr h”s;r?EscrALrST

 GENERAL DESCRIPTION
Performs:a varlety of cIerlcal functions which follow establlshed procedures and which
. may requrre some Judgment and specrallzed subject knowledge ' :

v

EXANIPLES OF WORK PERFORMED

| Superwses and operates computer system for Hldalgo County Tax Oﬁlce 7

: Generates tax state ts,. dlstrlbut|on and accountant reports 'or thrs organlzatron
; delrnquent tax attorneys and all school and city entities coIIectedi{by,th|s orgamzatron

,order to rnsure that
tatements are: prepared

Coordlnates comp workload with supervisors and employe
all deadllnes and r qwred computer generated reports al
accurate and comp d on a timely basrs

: Works with staff ;sure that all computers are in ope ation to pef'rforjmtallj_funct'ions

~and. dut|es of. th|s organ ation
Commumcateswrth ve'
: Becomes knowledgeable in’ theT

Travels to and attends trarmng course ; semmar nd other meetrngs when reqmred
- Complies wrth aII Board of Tax Professwnal Examlners requ|rements &

Must be able to keep a ﬂexrble work schedule (works nrghts weekends and holidays
. during periods with heavy workload) 2 R

- Must be flexible and available nc assrgned to perform other duties

Must have good judgment, be courteous, cooperative, maintain a good attendance
record and be properly dressed for the job

Must be able to perform consistently and effectively under extreme pressure
Must observe all rules and safety procedures

Must abide all regulations set forth by the Hidalgo County Civil Service Manual

W

Approved by CCon ,2014 Page 1




Ability to work well with others

' Regular attendance is a must

GENERAL QUALIFICATION GUIDELINES

Experlence and Educatlon ? i,

Graduatlon from a hlgh school or, equwalent (GED)

3 College hours rn Computer Programmmg and. Accountlng

AE Type forty frve (45) Words

Be famrlrar wrth and .

ve experlence ‘with marnframe and pe on‘ l computer operatrng
systems v ' : » :

;s‘

Must be able to m

| d_ata processing computer sys‘tem orth '[Hidaigo'écounty Tax
;omoe 5 | i |

Certlfrcates Llcenses & Re_q_strat'

- Must have a current valrd Texas icl operators Ilcense '

H

Must be able to be rnsured by the County s lnsurance carrler |

Knowledge, Skllls and Ablhtles

- Ability to read and mterpret documents such as safety rules operatlng and maintenance
- instructions and procedure manuals

| Ability to write routine reports and correspondence

Ability to add, subtract, multiply and divide in all units of measure using whole numbers,
common fractions and decimals

Ability to compute rate, ration and percent to draw and interpret bar graphs

Ability to apply common sense understanding to carry out instructions furnished in
written, oral or diagram form
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Ability to deal with problems involving several concrete variables in standardized
~sityations - — - e

Employee may be assigned other duties in addttlon to those listed; duties may change
. according to the changrng needs of the County :

PHYSICAL DEMANDS

. The physical demands descrlbed here are representatwe of those that must be met by

- an emptoyee to successfutly perform the essential, functlons of thrs JOb

* While: performlng the duties. o,fthls jOb the- employee i regularly reqmred to talk or

- hear, The employee : frequ‘ tly is- required to stand:- The emptoyee is occasronally

f requ1red to walk; sit; .use hands to' find, handle, or feel objec‘ ools or controls “reach
thh hands and arms; ‘lmb or balance; stoop and kneel o

'nds.‘:;Speoific 'vision

,coa'sr’o,n,ally lift and/or move over,."' nds.
tion, and the abijlity to

ab"i'lities required; Oy ;thi'srfjob"ihclvude close vision, depth. per

; ad;ust focus
WORK ENVIRONM NT:

tcharaotenstlcs described here are repres _ntatlve of those an
ile’ pertormmg the essential functl ) of thrs ]Ob

} The work enV|ron
‘ employee encoun er

The noxse Ievet in the work : dwronment is usually moderate
SAFETY REQUIREMENTS, |

Marntaln physical condltlons approprra to th performance votvassigned duttes'and

respon3|btlrt|es which may. mctude th_ 1

. srttlng for extended perrods of tlme
e operating assugned equrpment

~ Maintain mental capacnty whlchspe,_rmlts.,_ﬁ p

e making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
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¢ making observations
e o ——reading-and writing— -~
e operating assigned equment
« communication with others =~
e required to follow the Hldalgo County Acc;dent Preventlon Plan and
department’s safety regulatlons ‘ S

= - - ]
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HIDALGO COUNTY

GENERAL DESCRIPTION

: upervrse the work of
“latitude. for the use of

Mamtalns adequat ‘
well as of revenue co’llé’

Reviews varlous records reports appllcatlons and contracts

May instruct staff on the malntenance of accountrng records. on expendltures and
revenue collected, the' posmng of general |edgers and the postlng of journals

May approve and sign expense accounts and purchase vouchers submitted for
payment

May assist in planning accounting and clerical work procedures
May direct the maintenance of accounting records on receipts and disbursements
May allocate tax revenues to the appropriate funds

May assign and/or supervise the work of others

R o o o i e e e e e
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Performs related work as assighed
GENERAL QUALIFICATION GUIDEL!_NE“S,M_Q L

Experience and Educatlon

Three (3) to ﬂve (5) years demonstrated expenence “in aocountlng, governmental
accountlng, or commeroral accountlng, moludlng supervrsory experrence

Graduatron from an accredrted four (4) year collegenor unlversrty wrth major course work
in accountlng or frnance with 15 hours of accountln Jcourses

Ablhty to aSS|gn and/or supervrse the work,ofothers e

Knowledge in Unlformr-Grants;}Mva_najfj v dards (UGMS) and GAAP ' V

PHYSICAL DEMANDS

The physical demands descrlbed here are representatlve of those that must be met by
an employee to sucoessfulIy perform the essentral funct|ons of: this job.

While performing the dutles of this: jOb the employee is regularly required to talk or
hear. The employee frequently is required to stand. The employee is occasionally
required to walk; sit; use hands to find, handle, or feel objects, tools or controls; reach
with hands and arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision
abilities required by this job include close vision, depth perception, and the ability to
adjust focus.

WORK ENVIRONMENT:

O T T R KR
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The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work enVIronment |s usually moderate

SAFETY REQUIREMENTS

Maintain physmal condltlons approprlate to the’ performance of aSSIQned dutles and
responSIblhtles Wthh may mclude the following: e w

J sﬂtmg for extended pe,r dsvof tlme

makmg observatlons
reading and writing -
‘operating assngned eqult ne
communlcatlon with othe
required to follow the Hidalgo County Ac ident Prevention Plan and department’s
safety: regulatlons PR T o

M
e — e
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HIDALGO COUNTY

GENERAL DESCRIPTIGN

Employee WIH perform moderately complex aocoun 'ng work Work mvolves preparing
“t Jor reports ;Employee may speCIallze |n some

phase -of aooountmg
control, cost, payroll,
w_lth moderai;e latitu

Assists in plannmg procedures and regulatlons to control the dlsbursement of allocated
funds and in preparing letters of: mstructlon manual revisions, and related forms as
necessary

Serves as a consultant on accounting matters to administrative, supervisory, or
technical staff, and assists agency administrators in applying financial data to the
resolution of administrative or operating problems

Provides technical assistance to technical and lower-level accounting staff in clarifying
operating problems, such as the allocation of income or expenses; cost accounting
procedures; the closing, correcting, or adjusting of journal entries; and the preparation
of special exhibits and schedules

m
e  ———  ———
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Recommends improvements, adaptations, or revisions to the accounting system and
accompanying procedures

May train staff on the malntenance of accountlng fecords on expenditures and revenue
collected, the postlng of general ledgers ‘and the postlng of?fjournals

May supervise thei work of others e

Abl|lty, to perform comptex acc
interpret and apply accountlng th

Ability to supervxse the work of others o wﬂ s

T e

Knowledge of Unlform Grants Management Standards (UGMS) and GAAP

PHYSICAL DEMANDS: '

The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or
hear. The employee frequently is required to stand. The employee is occasionally
required to walk; sit; use hands to find, handle, or feel objects, tools or controls; reach
with hands and arms; climb or balance; stoop and kneel.

W‘
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The employee must occasionally lift and/or move over 25 pounds. Specific vision
abilities required by this job include close vision, depth perception, and the ability to
adjust focus.

WORK ENVIRONMENT

The work enwronment characterlstlos descnbed here areyepresentatlve of those an
employee encounter whlle performmg the esséntial- functlons of th]S JOb‘

edfperlod's of tlme :
jned equ1pment

y Which permlts

,ISIOHS and usmg good Judgment
"Ilectual capabllmes

. maklng Observatlons“ “

« reading and writing

* operating aSS|gned equment

« communication with others.. ~ ‘

e required to follow the Hidalgo’ County Aocrdent Preventlon Plan and department’s
safety regulations

A S R e S S A e
R — ———
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HIDALGO COUNTY

| !NTERNALeAUD.!fTQR_I"

" GENERAL DESCRIPTION
_ Performs moderately complex (Journey -level) audltrng work Work mvolves examining,
~investigating, and revreWIng records, reports, financial statements, rnformatron systems,
- and management practlces to-ensure Iegal comphance with state statutes :and internal
regulatrons and conductmg audits for program’economy, efflmency, and effectiveness;
~ May train others; Works, uni general supervrsmn wrththmrted Iatrtude for the use of
j rmtlatrve and mdependent judgment : :

| EXAMPLES OF-WOR PERFORMED

?Examrnes the mi agement operatrons internal control 'systems and accountrng
‘ records for adequa, accuracy, and compliance with legal regulatlons

: Identlfles and repo;‘ ' uestlonable or erroneous transactron’

; Prepares audrt reports‘ fflndlngs outlrnes dlscrepan0|es and recommends correctrve
;'actlons - S Y ¥

. Advrses on reqmrement : abrlrtles: and penaltles 0 comphance and noncomphance
~and. recommends |mprove ing: S o N

tAnaIyzes accountmg and management; op ratlons systems and |dent|f|es internal
- controls . > N )

~ Verifies and reconciles bank accounts approprratrons balances frxed assets, and
isupply mventorless T e ,

" Reviews and evaluates lnternal control structures
May perform statistical random samphng of data’

May perform compliance testing of significant controls to determine electronic system
reliance

May conduct special investigations into questionable practices or records
May train others

Performs related work as assigned

- |
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three (3) to five (5) years of experlence m accountlng, audltlng, or management
~ information systemswork . : E B

- Graduation from an accredrted four (4) year college or unlverS|ty W|th major course work
in accountmg, busrness admlnlstratlon computer or management mformatlon systems
“ora related fleld L o, -

bé substituted for one anotfier

Experlence and educatlon

: Certlfrcates Llcense Reqlstratlon

' Ablllty to compose clear an
- relevant audit information; 1o
: accuracy and Iegal conforman

PHYSICAL DEMANDS’

- an employee to successfully perform the essentlal functrons of thls jOb

While performing the dutles of thlS JOb the employee is requrred to sit and use hands to
' fingers, or feel objects, tools or controls.” The employee is required to stand; walk; reach
with hands and arms; and stoop, kneel =

The employee must occasionally lift and/or move up to twenty-five (25) pounds.
Specific vision abilities required by this job include close vision and the ability to adjust
focus

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.
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The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

- Maintain physical condltlons appropnate to the performance of assngned duties and
- responsibilities WhICh may mclude the followmg . ,

o sitting for extended penods of tlme’—’w’ T rF o

. standlng for extended periods of time R

. operatlng asstgned equment R bR

Malntaln mental capacny wh - “permlts

maklng sound :dec:lsrons and‘usmg good Judgment
1"- demonstratlng mtellectuat capabllltres

Effectlvely hand|e‘_ workienwronment and condltlons WhICh mvolve ,

wlth others

ltiit'ask environment,
1 Mamtaln effectrve ’a4 ) “vnsual dxscnmlnatton and perceptlon
*“makmg observa on
reading. and writin :
operatmg assigred equrpment
’,f;commumcatlon with-other,

“required to follow the Hidalgo ¢ ount Ac dent Preventlon Plan and departments
safety regulatlons S T e |

m
e e e _____|
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HIDALGO COUNTY TAX OFFICE

CHIEF FRAUD INVESTIGATOR

GENERAL DESCRIPTION

i Oversées or eVaIﬁates an’dwsum

Rewews A;gathered and Iabeled evii
- transport prlsoners

Oversees or examines, inve: S;.an
. ensure comphance wnth sta ry standards and regulatlons '

Testifies and presents eV|d "‘ce%ln;fqr;r‘naljh' ;glngspﬁ“court proceedings

' Reviews and analyzes records and reports for compliance with laws and regulations

Reviews investigative techniques, policies, and regulations; and recommends
improvements, changes, or modifications ’

Monitors the quality and quantity of investigations conducted

Develops procedures for conducting investigations and trainings

I O L R S
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May address and work with community groups to promote good public relations and to
~inform_citizens.on_designated.subject matter.

- Serves court papers, writs
- warrants, and makes arests

igative work experience

Gra uatiéﬁ%gom n dlteéi four (4)‘iyéar college of uhive

. in‘criminal justice’or a

E

Two'(2) years of experie

. vehicle operafor's license

Must possess an intermediate Peace Officer Certification from the Texas Commission
- on Law Enforcement Officers Standards and-Education

Knowledge, Skills, and Abilities

Knowledge of investigative principles, techniques, and procedures; and of court
procedures, practices, and rules of evidence

Skill in the operation of technical equipment and detection devices

Proper use and properly care for firearms
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EwAb.iIitymtovtead,eanal,yze,wand,.interp,r.eteth.eecomplexed,o,cumen’re

' depth perceptlon and the ability to

| WORK ENV|R6",_MENT:

The work ‘environment‘%h‘e‘ bteri s describ ot ere’ are representatlve of those an
- employee encounter while perfé’rmgnﬂg;thekese al functlons of this job.

' The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

« sitting for extended periods of time
* operating assigned equipment

Approved by CC on , 2014 Page 3




Maintain mental capacity which permits:
» making sound decisions and using good judgment
« demonstrating intellectual capab

~» working clr’olhs'efiy,:wﬁh others—
ingin a'multi-task environment

fimination and perception néeded for:

: 'glélgo County A‘Ccidreh Pre
ty;regulations

R T S 3 B R el
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